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Introduction

This Local Entities job aid will show how to input a bid advertisement in SIGMA. We
will cover how to access SIGMA and how to create and complete a Request for
Proposal (RFP).

Access SIGMA
Login using the following MILogin Third Party link:

https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/uisecure/tpselfservic

e/

(https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/uisecure/tpse
Ifservice/)

From the home page click: SIGMA Procurement (as seen by Localities from
the Internet)

o
-
f’,SPMIchiqan.gov HELP  CONTACTUS

MiLogin for Third Party

# HOME {7 REQUEST ACCESS B2 UPDATE PROFILE & SECURITY OPTIONS & CHANGE PASSWORD ® LOGOUT

Home Page of Kelsey LocalDroste
= Your password will expire in m days

Access your applications by clicking on the application links below

Department of Technology, Management and Budget (DTMB)

SIGMA Procurement (as seen by Localities from the Internet)

Click the Acknowledge/Agree button after reading the terms and conditions.
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https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/uisecure/tpselfservice/
https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/uisecure/tpselfservice/

Terms & Conditions

SIGMA Procurement (as seen by Localities from the Internet)

Terms & Conditions

WARNING

The Michigan Statewide Integrated Governmental Management Applications system (SIGMA)
is intended for government authorized users only for use in conducting government business
OMLY. Any unauthorized use, misuse, or modification of this computer system or of the data
contained herein or in transit to/from this system is strictly prohibited.

SIGMA contains information protected by state and federal laws and regulations, including
laws or regulations providing for civil and criminal penalties. Penalty for misuse of SIGMA
information can include fines and imprisonment. Disconnect immediately if you do not have
express written authorization to access SIGMAI This system and equipment are subject to
monitoring to ensure proper performance of applicable security features or procedures. Such
monitoring may result in the acquisition, recording, and analysis of all data being
communicated, transmitted, processed, or stored in this system by a user. If monitoring
reveals possible evidence of criminal activity, such evidence may be provided to Law
Enforcement Personnel.

ANYONE USING THIS SYSTEM EXPRESSLY CONSENTS TO SUCH MONITORING.

‘ CANCEL Acknowledge/Agree

Create an RFP / Bid

From the welcome screen, click the plus sign (+) next to the Search link and then
click the Document Catalog link.

SAdvantage Procurement

Application Pages

[=] §5earch

Document Catalog

Within the body of the Document Catalog screen, enter the following information
and click the Create link at the top of the screen. (Note: if you already started a
bid advertisement you can retrieve it by entering the same information and clicking
the Browse button).

e Code: RFP

e Dept: this should have come to you in an email when you registered
e Unit: this should have come to you in an email when you registered
e Click Create
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SEAdvantage Procurement Document Catalog

Application Pages

Create = B

= Search

= Document Identifier

Code : | grp 'ﬁl Uit : I
Dept. : D :

b User Information

Document Catalog

P Document State

Browse Clear

On the next screen check the Auto Numbering box and click the Create link at
the bottom of the page.

BAdvantage Procurement Document Catalog

Application Pages

Search =
= Search

= Document ldentifier
Code :  pFp A Unit : =0
Dept. :  sOM 1D :

Document Catalog

= Other Options

I |"Auto Numbering : /] I
| Create Template : |_|

I Create I

Menu

Complete the RFP information

This will take you to the main Document Navigation. There are various sections on
the left side of the page, but you only need to complete information in the following
sections:

e Header

¢ Commodity

¢ Commodity E-mail Push
¢ Publishing

Header
Within the Header section, complete the following tabs:

¢ General Information Tab
¢ Contact Tab

General Information Tab
Within the General Information tab you will complete the following fields:
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[ )
Document Description - use Bid Title
¢ Bid Receiving Location - click the 2| to view the bid receiving options
¢ Solicitation Category - click the 2| to view the solicitation category
(optional)
e Click Save near the bottom left of the screen.

Document Navigator
Header

Scheduls of Events
Terms and Conditions

Record Date - use the current date

=

02010

LeCL LGNGO B Contact | Templates | Add Templates | Reference Documents | Document Information | Additional Information

Commodity Group Record Date] [0anan01s | Procurement Folder:
Commoit .
ommodity Document Description| | Bid Mo 1234 ~ ErocursmsntiypelR): &
Commodity T & C Administration Office Roof v
Procurement Type:
Evalualion Criteria Grou| i 0 icitations?:
p Vendor List Restricted Access to Solicitations?: [ ] Defaut Form:
Evaluation Criteria Line Vendor List Restricted Responses?: [ |
S Solicitation Category{ 122 &
endor Prohibit Online Responses: [ |
Frea Form Vendor
Restrict Public Access Ask Questions: [+/]
Vendor Rotation System Gen List: No
i Bid Receiving Location] [LSDR1 |4k
Commodity E-mail Push L Let Date:
Publishing Aftention: Administration Office Published Date:
Supporting Documents Lansing School District T
519 W. Kalamazoo St Close Date:
Lansing Close Time:
M
48933
Total of Header Attachments: 0
Total of All Attachments: 0
Prequalified List: [_|

Contact Tab
On the Contact Tab, you only need to complete the Requester ID information.
The Issuer ID and the Team ID will pre-populate.

¢ Requestor ID: Click the 2| and select your User Id

e Click Save near the bottom left of the screen and your name, phone
number, and email address will populate. (Note: If you are not selecting
your user id, leave the Requester ID field blank and manually enter the
persons’ name, phone number, and email address.)

%

General Information Templates | Add Templates | Reference Documents | Document Information | Additional Information

Issuer ID: | 5| DROSTEKO001S- @\ Requestor ID: S-LDROSTEKDOM x @\ Team ID:
Kelsey Droste Name: | Kelsey Droste Buyer:

8 Buyer Dept:
test@sigma.com Phone Number: | 555-555-5555 ! i

Test Lansing School District

Email: | test@sigma.com

Test Lansing School District

Add an Attachment
While in the Header section, click the File drop down at the bottom right of the
screen and choose Attachments.
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|mmbicader

[ EENN M EIV Contact | Templates | Add Templates | Reference Documents | Document Information | Additional Information

= List View

Record Date: 04242018 | Procurement Folder:
Document Description: | Bid No. 1234 ~ (T Ry =i &
Administration Office Roof )
Procurement Type:
i - icitations?:
Vendor List Restricted Access to Solicitations?: ] Default Form: 2‘
Vendor List Restricted Responses?: [ |
Solicitation Category: | 122 &
Prohibit Online Responses: [
Roofing
Restrict Public Access Ask Questions: /]
System Gen List: No
Bid Receiving Location: LSDR1 | 4/ Let Date:
Attention: Administration Office Published Date:
Lansing School District Published Time:
519 W. Kalamazoo St Close Date:
Lansing Close Time:
1]
48933
Total of Header Attachments: 0
Total of All Attachments: 0
Prequalified List: [
] Archive
[%& sendPage
H Save| % Undo Refresh T and C | | Load Vendor List | | Load Tand C |  Load Schedule of Events View a-Dovnioad Document
1 &
P
[ Copy| |[ Validate | | £4 Submit| |[s Discard | = View PDF | | & Print | | Frocessing- | | Workiow~ | File~ || 3 Close

e Within the Attachments pop up screen, click the Upload link to input
information.

Attachments

File Name Type Date UserlID Primary State

First Prev Next Last
ey

Upload i&amh Download Delete Restore
ile Name : Description :
Type :
Date :

User ID :
Primary State :

Return fo Document
View Attachment History

e In the Upload Attachment screen;
e Click Browse to find your document
e Add a Description (optional- if you add a description, click the “"Apply
Description” link)
e Repeat last two steps if attaching multiple documents
e Check the box(s) to upload your attachment(s)
¢ Click the Upload link at the bottom of the screen.
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Upload Attachment

Click the 'Browse' link fo select a file or you can alse drag and drop files on the page.Click "Upload' or "Cancel’ when

finished.
Erowse

Description | pocfing Terms

Attachment Type : cizndard ﬂ

Select All With selectedl Apply Description !ﬂ.DDIV Attachment Type Clear Description Remove

File Name Description Attachment Type

: = Roofing Terms
Ruoﬁng Specifications.docx Standard v

Total Number of Files selected:1

Upload |Cancel

e Once uploaded, the screen will show your attachment has uploaded
successfully. Click Done, if no more attachments need to be added.

Upload Attachment

Click the 'Browse' link to select a file or you can also drag and drop files on the page Click "Upload' or "Cancel’ when
you have finished.

Browse

Description : Roofing Terms

Attachment TYPe | ciandard ﬂ

Select All With selected : Apply Description Apply Attachment Type Clear Description Remove

File Name Description Attachment Type File Size

Roofing Specifications.docx

Roofing Terms Standard 11.51 KB
file uploaded successfully

Total Number of Files selected:1

Total Fj iz&11.51 KB
Uploaq Done

e Any uploaded attachments will show as below. Click Return to
Document to return to the Header page.
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Attachments

File Name Type Date User ID Primary State

v Roofing Specifications docx Standard 4/24M18 S-LDROSTEK0001 New
First Prev Mext Last

Upload Search Download Delete Resiore

File Name : Roofing Specifications. docx Description : Roofing Terms
Type : Standard
Date : 4/24/15
UserID : 5| DROSTEKDOO
Primary State : New

Retumn {0 Document
iew Attachment Histo

e If you uploaded the attachment correctly, you will see a paper clip icon at
the top of the Header screen with the number of documents attached.

Document Mavigator [x]
Header

Schedule of Events
e T TS e EIR LIyl (M Contact | Templates | Add Templates
Commodity Group Record Date: | 0424
Commodity

Within the Commodity section, you will complete the following tabs:

¢ General Information Tab
e Shipping/Billing Tab

General Information Tab
To complete the information, click Insert New Line near the bottom left of the
page and complete the following fields:

¢ Commodity - click the 2 to view the commodity codes. (You can
Browse by group, class, item or name. Click Select to select commodity
line. Click Save near the bottom left of the screen to update related
fields. See screenshot below for commodity code table)

e CL Description - enter a description of the commodity if one does not
populate after selecting and saving a commodity code.

e Line Type - click the down arrow to choose the line type.

¢ Commodity Specs - enter a link to view the specs. (optional)
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o Ext Description - enter a short description of the bid (optional)
e Click Save near the bottom left of the screen.

Commodin Total Lines: 1__Line: 1__Commoaiy: 91831 Line Amount:
Line CL Description Line Amount Inactive Line AttachmentList
1 Roofing Consultant No i)
From 1o 1 Total 1 Show Lines: Gototine:| | Go| | Exportio CSV

= List View
(LU ENRICINEIIN Reference | Shipping/Biling | Specifications | Templates | Add Templates | Line Item Preference ﬂ

« Desc"min" e
Effective From:

Commodity] 91201 &
Effective To:

Roof ultant

oo

Line Type: Inactive Line: [

Lock Order Specs: No |v|

Quantity:
Ccommodity Specs:| (Optional ent
nit 5| ity specs  (op y)
unit Price:
Contract Amount: Ext (Optional entry) N
Services need to include
Service From: m demoiition and clean up of v
existing roof and construction of
Service To: el Line Amount:
Award Date:

Fl save| 4 undo | [S¢ Insert New Line | 'L Insert Copied Line | | E4 Edit with Grid Load T & G Commodity | Additional Extended Description |
| |

e —|
[ Gopy| |2 Validate || £4 submit| | [5z Discard | 5 View POF || & Print | | Processing~ | Workflow- | | File- || 3 Close

¢ Commodity Code Table

Choose

Browse [Clear

Commodity Item
Name | RooFING Class
Group Active : ﬂ
Fixed Asset: ﬂ Surplus : ﬂ
Tax Profile : Grant : ﬂ
Commodity ltem Name Class Group Active Fixed Asset Surplus Tax Profile Grant
Select 77020 20 Caps, Roofing 770 Yes Mo No No
Select 77023 23 Cements and Mastics, Roofing 770 Yes Mo No Mo
Select 77038 38 Felt, Roofing (Rolls) 770 Yes Mo No No
Select 77048 435 Paper, Roofing 770 Yes Mo No Mo
Select 77053 53 Primers, Roofing 770 Yes Mo Mo Mo
Select 77056 56 Roofing, Aluminum: Corrugated, V-Crimp, efc. 770 es Mo Nao No
Select 77059 59 Roofing, Asbestos-Cement: Corrugated, etc. 770 es Mo Nao No
Select 77060 60 Roofing, Baked Enamel Sheet Steel: Corrugated, V-Crimp, etc. 770 es Mo Nao No
Select 77061 61 Roofing: Coated, Elastomeric, Sprayed Foam, efc. 770 Yes Mo Nao No
Select 77062 62 Roaofing, Compaosition: Rolls 770 Yes Mo Nao No

Cancel First Prev Next Last

Shipping/Billing Tab
On this screen, complete the following fields:

e Shipping Location: click the 2| to view the shipping location (required
only for line type of items)
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¢ Billing Location: click the 2| to view the billing location.
¢ Click Save near the bottom left of the screen.

g T o e T Lo T Commatiy 37T

Line CL Description Line Amount Inactive Line AttachmentList
1 Roofing Consultant No il
From 1 to 1 Total 1 Show Lines: Gotoline:| | Go| | Exporttocsv.

= List View
General Information | Reference g Rl Speciications | Templates | Add Templates | Line item Preference ¥ |

Shipping Location| | LsDS1 | 4%/ Billing ux:amn' Lsoe1 [
Attention: Administration Office Attention: Administration Office
LsD LsD
519 W. Kalamazoo St 519 W. Kalamazoo St
Lansing Lansing
U] M
43033 48033
Additional Info: Additional Info:
Shipping Method: &
Free On Board: &
Delivery Date: 0=
Delivery Type: V]

Commodity E-mail Push

On this page, you will see the commodities that you have selected. (Both 3 and 5
digit commodities, if applicable) Vendors registered for these commodity codes will
be sent an email notification of your solicitation posting.

Commodity Description
915891 ﬂ Roofing Consultant
918 CONSULTING SERVICES

From 1 to 2 Total: 2

Publishing
On this screen, complete the following fields:

e Let Date: This is the date you are publishing the bid

e Close Date: This is the last date you want vendors to see your ad

e Close Time: This is the last time you want vendors to see your ad (Note:
Close Time is in military time format)

¢ Click Save near the bottom left of the screen.

Pubiishi
Procurement Folder: Create Vendor Notification: /] Commodity Description: /]
Amendment Number: Issue to Vendor Self Service: [¥] Item Shipping: [¥/]
Published Date: Schedule of Events: ] Item Specifications (Handling): V]
Published Time: Terms and Conditions: | Item Specifications (Details): |
Let Date | 412512018 a Evaluation Criteria: V] Commodity Terms and Conditions: ]
Close Datey | 5/252018 | Evaluation Criteria (Points): [] Commodity Attachments: ]
Close Time] 13:55 Amendment History: ] Prohibit Online Responses: [
Public Bid Opening Date: | Document Attachments: ] AttachmentList:
Public Bid Opening Time: Publish Vendor List: [ | Restrict Multiple Responses per Vendor TIN: [ |
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Document Validation

Once you have completed inputting your bid information, and before submitting the
bid, you will validate to look for errors.

e Click the Validate icon at the bottom of any screens.

H Smre| - Llndu|

[ Copy | || Vaiidate || £4 Submit| |[3% Discard |

e If there are errors, you will see errors listed at the top of the screen. Click
the View All link to see what the exact error is.

I View All 1 of 4 | @ Requestor Phone Number is required. (A1428)

Request for Proposals(RFP) | Dept: LSD  ID: 180000001538 Ver.: 1  Function: Mew Phase: Draft
I

e A line per error will be displayed. (Note: Click the Link under the Line
Number section of the error. That will take you to the tab with the error ex.
click on Header link)

Severity Component Line Number Qverride Message
@ Eror S0_DOC_HDR Header Requestor Phone Number is required. (A1428)
@ Enor S0_DOC_HDR Header = Requestor Name is required. (A1428)

@ Enor S0_DOC_PuB PUB Line 1 Closing Date cannot be blank. (A1358)

llllllll ‘ ‘ FromuTo U Totar o

e Once you correct the errors, click the Validate button again and you will see
the words “"Document validated successfully.”

Request for Proposals(RFP) | Dept: LSD  ID: 180000001538 Ver.: 1  Function: New Phase: Draft v|
l

Submit the Bid

Once your validation is successful, click the Submit icon located at the bottom of
the screen.
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H Sar'.re| -4 Llndn|

(% Copy | |[y Validate| | E4 Submit | | |[3 Discard |

e Once you click Submit, you will see the words “"Document submitted

successfully.” Your solicitation will now be in Final phase and will sync over to
VSS on the next available cycle.

Request for Proposals(RFP) | Dept: LSD  1D: 130000001538 Ver.: 1 Function: New Phase: Final -
| [

View PDF

You can also view a PDF of your bid by clicking the View PDF icon located on the
bottom right of the screen.

o= View PDF | = Prin1| Processing™ | Worldlow= | File~ | E3 Close |

e A pop-up will show that the PDF is being generated.

Generating PDF ...

Cancel

e The screen will refresh, and a new window will automatically open with your
solicitation PDF. You can also click View PDF to view again.
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View Forms

Browse Clear

Doc Code :
Doc Dept :

Document ID

+ Refresh

RFP
LSD
: 180000001538

Description :

Status

+ Pending

First Prev Mext Last

Description Doc Code Doc Dept Document ID

File Name

RFP LSD 180000001538 S-LDROSTEKO001_86430_RFP_LSD_130000001538_1

& https://sigma-intprodge.michigan.gov/webapp/MATFIN2X1/AdvProcurement - Intemet Explorer

B e XEQ ©] LRV CRC)

384% -

Bookmarks X -
@ e
D &~ E‘P o orwneme owers
@ A Default P

Q

o 2l =l bl
C— ——ry

|Z| =3
+
Comment
£, Fill & Sign
»
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